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Foreword
As this book nears completion, storm clouds loom over much of Southern Africa They
bring with them the promise of life-giving rain — to fill our thirsty reservoirs, water
this year's harvest, and to cool parched, dry throats.
Southern Africans have once more withstood the hardships induced by a severe
drought, just as they have managed seasonal floods, and outbreaks of dysentery, as
well as decades of civil unrest. Today, in the region's rural areas, in isolated villages
and in pen-urban settlements, at-nsk households and communities continue —
somehow — to find ways of managing mounting socio-economic and environmental
pressures that increase their vulnerability to both natural and other threats
" Reducing Risk: Participatory Learning Activities for Disaster Mitigation in
Southern Africa" is one tool for those who work with at-nsk communities, either in
development or relief. It is a series of participatory learning activities intended to
increase understanding about community risk and vulnerability, and strengthen the
training capacities of those involved in community-based disaster management.
" Reducing Risk" is based on four assumptions. First, it assumes that risk
reduction efforts are more effective and sustainable if they are linked with or integrated
into existing community-based services. Second, it assumes that the relationships
between agencies involved in disaster mitigation and communities at-nsk should be
those of active partnership Third, it assumes that emergency operations are
opportunities for promoting prevention, mitigation, preparedness and recovery — as
well as relief. Last, because in Southern Africa, the greatest impact of recurrent threats
falls on women, it assumes that disaster-related initiatives must consider gender, as
well as actively involve women in their design and implementation.
"Reducing Risk." is not an all-inclusive publication which precisely describes
methods for assessing hazards and vulnerabilities. Nor is it a definitive text on disaster
management. It is not a book that details risk-reduction measures related to cholera
management, drought-resistant seed production, or other fields requiring specialist
input.
However, it is hoped that this collection of activities designed for adult learners
will better equip development and relief workers with techniques that maximise
participant learning related to risk, and its reduction at community level.
To date there have been no learning and teaching materials published in
Southern Africa, that support development and relief workers who consider
community-based disaster mitigation a priority. This book is a first step in bringing the
concept of risk assessment and reduction alive in Southern Africa through a
participatory learning process.
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Introduction
Who this book is for
*

*

*
*'

*

*

*

*

*

practitioners who are concerned about
strengthening the capacities of vulnerable
communities to deal with emergencies such as
those caused by drought, epidemics, floods and
population movements-;
development workers .in the Southern African
region, particularly those who work at the
grassroots level;
development workers who are looking for activities
that are specific to Southern Africa's risk profile;
people who are concerned with long-term
sustainable development; i.e. who realise that
development programmes need to incorporate risk
reduction into their plans, as experience has shown
that programmes get seriously disrupted by
emergencies and disasters;
people working in participatory training for
community development and who would benefit
from a more experiential approach to education
and training.
trainers who are-working in the area of relief and
development and who believe a participatory
approach based on the development of
understanding and skills will lead to more informed
and effective risk reduction interventions;
disaster management trainers who wish to re-focus
from rehabilitation / reconstruction after
emergencies to mitigation and risk reduction before
disaster strikes;
trainers who have reviewed disaster management
training literature in search for a more applied
approach and who are looking for learning
modules rather than technical information;
personnel working in the field of aid / relief, who
have been confronted repeatedly with the same
kinds of problems that arise when communities
are at-risk, and who believe that relief action should
be coupled with interventions aimed at
development.

This book aims to make a beginning for those who
may not have the confidence to attempt initiating
participatory learning for disaster reduction and
those who wish to try out a new approach to
training.

It is not an information-based disaster managers'
training manual; for materials that are more technically
oriented please see the reference list at the end of this
book.

How this book came about
In 1991 -92 Southern Africa was severely affected by
the region's "worst drought in living memory". The
response which followed drew together the
international community with Southern Africa's
governments. NGOs and private companies to mitigate
the drought's impact.
The demands of this regional effort were particularly
taxing for Southern Africa's NGOs and National Red
Cross Societies, who found themselves working as
willing but often overextended operational partners.
As such, the 1992-93 drought response highlighted
at least three pressing priorities for NGOs working in
disaster-prone communities. Firstly, it underlined the
urgent need to strengthen the disaster management
capacities of Southern Africa's NGOs even further.
Secondly, it emphasised the importance of developing
disaster management training materials and
approaches that are specificto this region's risk profile.
And thirdly, the 1992-93 relief response underscored
the need for a disaster management training approach
that Was active and participatory — to facilitate the
greatest learning.
In partnership with the Department of Adult and
Community Education at the University of Natal, the
Regional Delegation of the International Federation of
Red Cross and Red Cross Crescent Societies designed
a training project to address those needs. This project,
which has lead to Reducing/?/5/cbegan in 1993, after
a process of consultation with Southern Africa's NGOs
and National Red Cross Societies. Over the course of
the next eighteen months, sixteen NGO and Red Cross
representatives from ten Southern African countries
completed a series of six one-week workshops in
disaster management.
Reducing Risk\s based on that six week course. Most
of the learning activities in this book were developed
in the following way:

IX

They were designed for specific sessions; tried out
during the course, facilitated by the writers and other
experts (as acknowledged in the text) and redrafted.

approach aims to enhance learners ability to
solve problems in the field logically and
independently, drawing on available resources
and/or identifying additional sources of
information and materials. Hence, many of
these disaster management learning activities
aim at developing participants' analytical
thinking and creative problem-solving skills.

They were evaluated in terms of both-learning process,
and learning outcomes.
The written activities were reviewed and discussed
with course participants; in some instances they were
again tested in class or by participants acting as
facilitators in their own workshops.

(3)

In response to feed-back received they were edited
and reworked/written.
They were reviewed and edited a number of times by
an editorial advisory board comprising subject
specialists, educators and SADMTP participants

Communication skills are an important way of
enhancing learners' ability to fully participate
in the training process. Learning activities
encourage cooperative group work and
interactive faculties are further developed
through a focus on active listening skills, analysis
of assumptions, the ability to formulate
questions and various methods of reporting and
presenting information.

Finally, the laid-out draft of the book was reviewed
and edited numerous times.

Guiding Principles for the
Preparation of these Learning
Activities
The main principle guiding the production of the
learning activities is simply the belief that people learn
best when they are respected and when they enjoy
the learning process. Beyond that, what is particular
to these activities?
(1)

They are context-specific: The learning priorities
addressed by these activities are intended to fit
Southern Africa's specific risk profile. Both the
choice of a learning process that emphasises
oral communication and story-telling, and the
examples given are rooted in the context of
actual field situations from which participants
come and to which the learning will be
transferred.

(2)

They are experience-based: Learning about
disaster reduction should be based on
participants' own experience of dealing with
daily and recurrent risks. By sharing and
comparing the kinds of strategies they have
developed in order to cope with and address
particular vulnerabilities, participants
acknowledge each other as invaluable sources
of knowledge. This experience-based learning

They are participatory: In order to be effective
disaster reduction should be a participatory
process, involving members of affected
communities at all stages of'a programme. The
activities in Reducing Risk encourage
participants to monitor and manage their own
learning processes and in this way the
responsibility for learning is transferred from
the facilitators to the participants.

(4)

They are analytical: The process aims to
develop learners' critical thinking, planning and
response skills. Every at-risk community faces
different pressures, and requires that decisions
and actions taken are based on an analysis of
the particular dynamics and pressures dictated
by that scenario. Participants practise how to
assess and analyse the causes and effects of
different kinds of risks and how to apply a
variety of creative problem-solving skills to
particular hazards. Reducing Risk presents a
shift from training based on technical
information aimed at response to emergency
situations, to helping participants learn how to
plan for more long-term risk reduction.

(5)

They are applied: The purpose of any disaster
management training must be to develop the
ability of participants and their organisations to
respond more efficiently and effectively to threats
posed by the impact of hazards on vulnerable
communities. This means that learners should
acquire practical skills and understanding that
enable them to intervene usefully.

How to use this Book
This book is primarily -a tool for Southern African
practitioners working with highly vulnerable
communities.'If you are planning to facilitate a series
of learning activities in disaster reduction you may want
to use this book both as a reference and as a how to
manual.
If you'work as a development agent Reducing Risk
should provide you with ideas and suggestions for
training / learning activities. If you are already
experienced rn facilitating and leading participatory
learning activities you may want to use this book as a
resource for activities with a particular focus on risk
reduction in the Southern African context. Alternatively,
you may need more detailed instructions on how to
initiate manage and monitor and evaluate learning
activities and in this case this book gives you detailed
step-by-step guidelines of how to facilitate a session.

Vbu do not have to begin with activity 1 in section 1
and go all the way through to the last activity in section
IV Please read through this book and choose those
activities that would best meet your training needs. If
you are in the process of constructing a whole course
in disaster reduction you may find that this book
provides you with a core curriculum.
We would strongly advise you to include two further
components into a programme:
(1)

a training workshop-in Participatory Rural
Appraisal (PRA), and

(2)

activities that strengthen participants ability to
plan and develop programme proposals.

Reducing Riskls viewed'as one tool for empowering
Southern Africa's most at-risk communities to
decrease their vulnerability to recurrent threats. The
reference section at the back gives some useful
information on other training materials.

XI

Finding your way around this book

Notes for Facilitators (page xvi)

Section 2: Risk and Capacity Assessment:
Community-based Considerations

The Notes for Facilitators outline some of the
essential components that need to be considered
and incorportated when planning a learning
process. This section has useful comments about
the different roles facilitators take on in
participatory learning processes, and outlines
some of the activities that have to be part of how
to get a training and learning process started.
There are specific descriptions on facilitating
various learning processes, and examples of
energising games, exercises that improve listening
skills and processes to maintain group learning
and active participation.

(page 93)

Section 2 comprises eight practical
learning activities that aim at developing
participants understanding of different
approaches to risk assessment in at-risk
communities. Participants experience
and practice a number of different
processes for gathering and analysing data,
including visual mapping, participatory rural
appraisal and questionnaire administration. There
are a host of techniques for assessing risk. These
activities focus on those most suitable for use at
community level. They aim to improve participants'
learning skills, particularly those which assess risks
and capacities at individual, household and
community levels.

Section 1: Key Concepts and Risk Factors
(pagei)
1

1

« ~ ' T h i s section contains ten learning
m jdr.1 activities that are mostly conceptual in
\ nature, but practical in application. They
aim at developing participants
understanding of concepts and
terminology with regard to risk, both as
it shapes the daily lives of people and communities,
and as it impacts oh the work of non-governmental
and humanitarian organisations. The activities in
this section set the stage' for further learning
activities, as they stimulate critical thinking around
issues of risk reduction as an essential component
of development.

Section 3: Emergency Preparedness and
Risk Reduction (page 187)
Section 3 is made up of twelve
participatory learning activities that
further
improve participants' ability
•3
?£ to incorporate risk reduction into
emergency response plans. The
activities are a mixture of analytical 'thinking and
strategic planning exercises; participants practice
how to identify appropriate strategies for reducing
vulnerability and how to examine proposed action
plans in terms of gender considerations. This
section aims at developing participants planning
skills by asking them to consider the impact of
various hazards on elements at risk.
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The Organisation of Individual Activities
Please note:

'

.

"+ It is critically important that you read through an entire learning activity first, and get an idea of
what is required of you and the participants, and to ensure that you are clear about the purpose
and procedure of the activity.
«•*• Once you have decided to conduct an activity work out what you can and need.to prepare in
advance.
« • Plan your evaluation in advance: how will.you know whether the activity has achieved its purpose?
What indicators of learning will you use?

Each activity is structured in the following way:
We begin by stating the purpose: this gives you a
general idea of what participants are expected to learn.
The note pinned to the purpose further explains what
the learning is aboutand why and how we think it is
important.

The procedure describes the type of learning activity
entailed, it tells you whether this is a role play, or an
input-based* discussion, or z task based on a case
scenario, etc.
The time states the approximate duration of the
activity: please note that all the activities are based on
a relatively small group of about 16 participants. If
you are working with a larger group you need to
increase the time allocated, particularly in processes
involving discussion or report-backs.
Materials lists the resources and materials involved
in the activity: when specific resources such as case
scenarios or cards are needed these have been
included .in the resources.

Please note that we make the asssumption that
flipchart. broad pens and sticky stuff—such as'blue
tack , prestik, or masking tape — are freely available.
Using flipcharts It is important to signal your respect
for participants' experience and knowledge. Ask
different participants to record suggestions and
information on big sheets of paper or flipchart. and
display the flipchart on walls throughout the duration
of a particular focus. Allocate time during which such
information can be copied, or write it up and distribute
it to participants. This will be a useful record of the
learning session, and a reference that can form the
basis of report-backs to participants' organisations
and agencies.

Process
This heading signals the beginning of a described
activity.
Every process begins with the heading Introduction.
This part of an activity serves to focus the attention
and get participants thinking around the particular
issue at hand. In some cases the introduction includes
an input with background information that is needed
before participants can do the ensuing task.
The first step of each introduction is 'outline the
purpose and procedure of this activity'. This
instruction is very important and should be followed
carefully. In order to be able to participate actively
participants need to know what the purpose of an
activity is. and what will be expected of them in terms
of the procedure. When preparing to facilitate an
activity you would do well to make notes that allow
you to enact this first instruction. Such notes allow
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you to check on your understanding of the activity
and rehearse the explanation and description that
you will give.

Participant action
This indicates the beginning of a task, involving
primarily participants. Please look at the facilitator's
notes for ideas on how to 'divide participants into
groups.
The flipchart visual is our way of showing an
instruction given to participants. We have found that
it helps to write such instructions on flipchart, or even
write them on strips of paper and distribute them to
participants.

We have used a shaded flipchart to show examples
of feedback, or something written up in response to a
task or instruction given to participants.

are clear about what is needed from them, individually
and collectively. Decide what information you have to
give in advance, explain the difference between
playing a role and being a character' and take care
in de-briefing players at the end of the play. Role plays
often generate strong emotions and these have to be
acknowledged and dealt with before participants are
able to maximise their reflection and learning.

Monitor the process and assist where necessary
—when participants have gone into groups (or settled
to work individually) to do a given task you should go
around to check whether they are clear about what
to do. Ask them if they need an explanation, or
encourage them to check their understanding of the
task with you. Ask questions such as do you know
what to do?' or 'do you need / want some help?'
After that, participants often work best when left alone
to get on with it. Visit groups at a later stage to check
on their progress and to remind them of the time limit.
We have often found that groups do not plan their
report-backs unless reminded to do so. However, as
a general rule interrupt as little as possible. If the group
spirit is right participants'will call on you when they
need your assistance!
The instruction Initiate and facilitate the reportback appeals to you in your role as process manager.
This stage usually also necessitates time-management.
You may want to assign this task to a participant!

Brainstorming is a useful way of generating a lot of
information very quickly. It is a particularly useful tool
for creative problem-solving. Encourage participants
to say whatever comes into their minds in response
to a topic: explain that this stimulates creative thinking,
and point out that in this process no idea is too farfetched: anything goes. Ensure that all responses are
recorded without censorship and follow the
brainstorm with sorting and processing of the
information:
In a buzz two or three participants briefly exchange
ideas on any given topic.
Role Plays need to be initiated and managed with
care. Give clear instructions to as to the purpose and
procedure of the role play. Ensure that participants

A gallery walk is a time-saving process of reporting
back from group work. Notes recorded on flipchart
for the report-back are displayed on the walls of the
room. Participants are invited to walk past the
exhibits individually, and read what is recorded. This
is followed by a brief plenary discussion. Whenever
an activity suggests' report-back by gallery-walk,
please remind participants to write clearly, using large
letters (in lower case for easy reading). The notes
should be self-explanatory.

Review and Discussion
This is the most important part of any activity,
because it is at this stage that learning and planned
transfer of learning happens. Please, always ensure
that you have allowed enough time for this part and
remember: questions and discussions usually take
longer than anticipated!
The review affords participants to reflect on the activity
just completed: you should consider questions of
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process (How did the activity go? How did it make
you feel?) as much as content (what did you learn
a bout...? What do you think about...?) In most cases
the review and discussion section involves many
questions; we have listed sample questions — you
are encouraged to make your own.
The discussion involves an exchange of raw data, as
much as views, opinions and experiences. The
discussion usually generates a lot of (new) information
and you need to allow time so that the new information
can be fully understood by participants, and integrated
with previous their knowledge.
Summary, assessment and evaluation is the last
stage of each activity. This is a useful moment for restating what has been dealt with, for naming what
has been learnt, for suggesting how the knowledge
will be used and applied in the field. All these processes
of naming, listing, re-stating, summarising, suggesting
etc. are part of assessing whether the purpose of the
activity has been achieved. This book does not
primarily set out to transmit technical information;
hence, evaluation is not based on regurgitation of such
information. Facilitators are more concerned with
helping participants to assess what they have learnt
and how they will use and apply their learning. For
suggestions on assessment and evaluation see
facilitator's notes.
Important suggestions are usually highlighted as
notes. These are instructions to you as a facilitator,
rather than to the participants.

Grey boxes contain information needed by
participants in order to understand the background
to an activity. Sometimes the grey boxes have a heading
that states sample, or example— in this case we give
you an example to illustrate what we mean, and we
invite you to formulate your own example.

Sample Story

Hints .contain further suggestions to you as the
facilitator..Hints often include suggestions forfollowup activities, or references that you may want to
consult.

\tflnt

The resources section of each activity consists of the
materials you need in order to conduct the activity.
The symbols in the heading tell you what preparation
is needed, eg. Copying and cutting, or enlarging and
copying. We suggest you photocopy the resources
well ahead of a workshop or course. In some cases
materials should be copied on overhead projector
transparency. If you do not have such equipment you
could copy the materials by hand, on a flipchart.

enlarge

Hint: you may want to establish a set of
cards and materials that you can re-use in
subsequent workshops. Store materials in a
large envelope and keep them in the back of
this book.

Notes for facilitators
Preparing for the workshop
Prepare Materials and Resources
Although activities do not specifically indicate this,
we have made the assumption that you have access
to flipchart paper or large sheets of newsprint; if
this is unavailable you can use old-newspapers and
write in large letters with a brightly coloured
pen .You also need a ready supply of marking pens,
preferably in a range of colours. You do not need
a special flipchart stand — use the walls of the
room for displaying information. Get adequate
amounts of sticky .stuff—such as blue tack, prestik
or masking tape needed for sticking up flipcharts.
If your venue has a chalkboard or whiteboard you
may want to use those instead of flipchart; in this
case check on your supply of chalk or special
whiteboard pens!
We have found it useful to always have a box full
of stationery and equipment such as additional
pens, cardboard or paper cards in different shapes
and sizes, scissors, a punch and a stapler. We also*
give working groups egg-timers so that they can
collectively monitor the time.

Brief Resource People / Subject
Specialists
Resource people invited to run a session, or even
just give a presentation, need to be carefully
briefed: you cannot assume that because they
know a lot about a subject, they are familiar with
the participatory learning approach you have
chosen. A session in which participants feel that
their experience is being ignored and that they
are not allowed to build on existing knowledge
may do a lot of damage to the general learning
climate. Ensure that you instruct resource people
clearly, tell them what is expected of them both in
terms of content and in terms of the learning/
teaching process. Make them aware of what
learners already know or have covered in the
session, or suggest .they begin their session with a
brief information-sharing introduction that allows
them to gauge available knowledge and
experience.

Plan and Design your Learning Sessions

When preparing for a session- you should have
access to photocopying facilities; many of the
learning activities include resources that need to
be photocopied for all participants. Please note
that in some cases materials should be enlarged
before they are copied; this ensures that all
participants can get fully involved in the discussion.
It is very useful to have a small reference library of
other training manuals, books and materials that
are based on adult education principles, are
participatory and experience-based. This should
include a dictionary that allows participants to look
up words'with which they are unfamiliar (see
reading list at the end of this book).
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Design your workshop or course in such a way
that each session is made up of a mix of different
kind of activities. This ensures that participants
will not lose, interest; it also allows for individual
learning styles. Not all participants enjoy group
discussions all the time; some may want time for
quiet reading and reflection, and all need moments
in which they consider how they will apply what
they have learnt in their work in the field.
Remember that sessions after lunch are often
jokingly referred to as 'graveyard sessions' as
participants tend to be sleepy and low in energy.
Select an active exercise such as a simulation for
these sessions — and schedule frequent breaks
and energising games for the afternoon. Also
remember to keep time, including closing time!

Helping Participants to Learn
You as the facilitator play an important part in
establishing and maintaining a learning
environment that is conducive to cooperative work
and growth. These notes aim to provide some
useful hints on howto set up, facilitate and manage

a productive learning process. The suggestions
given here are general; they apply to all
participatory learning but they represent an
important shift in the approach to communitybased risk-reduction.

This section contains the following:
1. ' an outline of some of the diverse roles a facilitator has to play
2.

3.
- 4.
5.

tools for setting up the learning environment at the beginning of a workshop or course
2.1.

suggestions for icebreakers, trust-building and energising games

2.2.

information giving, ground rules and learning contracts

activities for group formation and maintenance, and participation
exercises to improve group communication skills
a variety of evaluation methods and processes

1. Roles of the facilitators and
participants
This book suggests a departure from the traditional
roles of teacher and learners, in that both act as
producers of knowledge and developers of skills.
Both parties have to agree to the negotiated
learning process, and make it happen. Thus, your
relationship with the group is one of
interdependence: neither you nor they can enact
your roles without the participation and assistance
of the other. You Cannot make the participants learn
any.more than they can make you teach; you can
only facilitate their efforts to learn.

followed As the learning activities in this book
imply, you are called upon to play a range of
different roles: there are moments when you'
perform the role of a teacher who offers or explains
information; at other times you act as a guide
assisting participants through a task; you are often
a leader who initiates processes such as group
counsellor; at all times you are also, evaluator or
assessor monitoring and judging a process and
making decisions based on your assessment; you
act as negotiator and mediator when there are
tensions or unhappiness in the group, and a lot of
the time your energy is taker! up by organising
and making practical arrangements.

Facilitation is a demanding process; it asks much
more of you than to be a teacher or trainer who
gives instructions and sees to it that they are

Similarly, the participants take on different roles as
they share in the responsibilities, of the learning
process. Like you, they act as resource people and
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light. Participants should be able to see and hear
each other; chairs arranged in a circle usually
encourage maximum communication. Participants
all need to be able to see the flipchart—a mobile
stand is useful and a room with plenty of empty
walls on which large sheets of flipchart can be
displayed is most versatile.

teachers, counsellors and leaders, administrators
and adjudicators. This is as demanding on them
as it is on you because participants have to take
responsibility for their own individual learning, as
much as the learning and productivity of the whole
group.
This process of shared learning does not simply
happen by itself: it has to be set up and
continuously managed and maintained. All learning
groups go through stages and problems and
tensions are common. Initially participants may feel
a little reluctant to engage in the learning
experience, and they may feel uneasy to speak up
in plenary discussions. As the workshop or course
progresses, participants improve their sense of
confidence and trust, and as people get used to
each other group cohesion develops.

2.1. Ice-breakers, trust building
and energising games
Your major function atthe beginning of a workshop
or course is to create a climate that encourages
participants to get to know each other. Good
introductions set the stage for a relationship of
mutual trust and frankness — basic requirements
for productive cooperative learning and confident
participation from all. The more comfortable
participants are with each other and with you. the
more productive and open to' learning they are.

Learning Together
Because participants attend sessions as individuals
with a range of experiences, expectations, needs
and hopes, the learning group needs nurturing.
Thfs is so for a number of reasons:

Note
Below are some suggestions for different
activities; you may want to browse through
manuals and books to get further ideas. Most
importantly: we have found that participants are
amazingly resourceful: ask them for suggestions
and try outtheirideas—this encourages creative
thinking and risk-taking. If the idea works it will
fulfil its purpose and.be an inspiration to others:
if it doesn't: laugh it off and. discuss why it didn't
and how it could maybe work another time.

• Cooperative work depends on a positive sense
of group identity, and this should be
constructed carefully so that every member
is an individual whose needs are being met:
• Participants carry with them, deep-rooted
notions of what education and training entails.
Their expectations are often based on school
experiences, and run contrary to active, cooperative, participatory learning processes in
which their own contributions are valued.
Initially, they may feel hesitant or even hostile
to learning activities that do not run according
to their expectations of lecture-style
presentations.

The picnic game

2. Setting up a cooperative learning
environment and process
The learning environment
The physical environment in which the learning
takes place is important. Participants need to feel
physically comfortable, so ensure ventilation and
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This is a name game at the end of which
participants will all know each others' names!
Sitting in a circle, invite everyone to come to an
imaginary picnic to which they should bring
something thatstarts with the same letter as their
name. Explain that participants introduce
themselves by giving the name by which they want
to be called by the group (this is important!), and
then an object beginning with the same letter as
their name. Start off by giving'your name and an
object, as an example: My name is Astrid and I
will bring apples. The next person in line will say
his/her name and the object, and then repeat your
name and object. The third person repeats the
previous two. and so on. The person who is last
has a hard job — but by then everyone will help!

The wind blows on all those who...
This is a great non-threatening energiser in which
participants can find out information about each
Other and get to know each other better Everyone
sits on chairs in a circle. One person stands in the
middle. S/he makes a statement that begins with
the phrase the wind blows on all those who
(eg
are wearing something blue)
All
participants fitting that description get up quickly
and swop places with each other, the person in
the middle tries to get a chair The person left
without a chair introduces the next statement. The
game should start with physical observations and
then move on to statements about more private
matters (e.g. - has three or more children' or
works for an aid agency')

Drawing introductions
Give participants sneets of paper and coloured
pens Explain that in order to tell each other more
about yourselves, you will draw pictures. Ask
participants to write their names at the top of the
paper, and underneath draw three things
Depending on what you want to focus on you could
ask them to draw pictures of their work, or
important moments in their lives, or something that
they value very much, or a dream / wish they have
Set a time limit and then ask all participants to
present their drawings to each other.

Cultural Greetings
Prepare strips of paper on which you have written
different forms of greetings as they are customary
amongst different cultures or groups of people
For example: shaking hands, embracing, rubbing
noses, bowing etc Give each participant a strip of
paper with a greeting Now everyone has to move
arcund greeting everyone else in their particular
form of greeting You may want to follow this
with a bnef discussion on how greetings reflect
something about cultural values and traditions and
how they all command respect

Touch Blue
Everyone stands in a part of the room. Explain
that you will give instructions that have to be
followed as quickly as possible For example: if
you say touch blue (or wood, or hard, or high)
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a!! participants have to find and touch something
that is b,ue (or wood, or hard etc ). The last person
to follow the instruction has to introduce the next
one.

Mirroring in pairs
Participants stand in pairs, opposite each other
One partner makes movements, the other mirrors
them The slower the movements are. the easier it
is to reflect them accurately You might want to
begin this activity with giving a simple theme such
as 'waking up . or 'getting dressed' or 'preparing
a mea.' Swop over so each partner gets a chance
to lead and mirror.

Four-up
This can be played with participants remaining
around a table or wherever they are sitting The
aim of the game is that at any stage four players
stand up for anything up to 15 seconds As they
sit down someone else gets up to complete the
four

Knots
Participants stand in a circle (no more than 8 per
circle) They all stretch their hands into a circle
and each person grabs and holds on to two hands
belonging to different people across the c:rcle Ask
everyone to stand back without letting go of the
hands The aim of the game is to get back into the
circle without letting go of any hands The process
of disentangling the knot may involve stepping
over or under etc — but it always requires
cooperation.

2.2. Information Giving, Ground
Rules and Learning Contracts
Adult learners are expected to take charge of their
learning, but they need to feel secure that they
know what is expected of them This requires firstly
that they have the necessary information and
secondly, that the process mechanisms allow them
to do that The act of establishing contracts and
monitoring groups provides a useful model for
participants' own work in the field Ensure that
they will be able to transfer the insights and skills
from this process to their work in risk reduction at

community level; facilitate discussions about the
process and highlight the decision-making steps
you went through.

Setting Ground Rules
Once you have established the hopes and fears,
and collected suggestions for ways in which you
plan to realise those hopes you can move to setting
ground rules. These are the 'laws' that guide the
process of collective learning. Examples- include
rules about smoking punctuality, clear use of
disaster related terms and concepts, non-sexist
language etc. An easy way of setting them up is
by asking participants to list things that each one
can do that would ensure that the learning process
will be productive and enjoyable'. Suggestions
should address issues of personal conduct and
inter-personal relations. Write up the ground rules
and display them clearly visible in a part of the
room. •Include suggestions of how you will deal
with "offences'

Session outlines and programme
negotiations
Item number one of any programme should be a
collective review of the proposed outline of the
course/session: even if participants have been sent/
handed the outline in advance discuss it together
and give a clear message that this is a proposed
outline that is open to negotiations. Take
participants through the agenda; explain how you
envisage the course/session to run; encourage
participants to interrogate the agenda by asking
questions and challenging suggestions. Affect
proposed and discussed changes immediately.
At the beginning of each day review the agenda:
reassess whether there is a common understanding
of what will happen during the day. Be flexible
enough to introduce changes should the need arise
and negotiate suggested deviations from the
agenda.

Learning Contracts
Once rules have been identified, and the purpose
and process of the disaster reduction learning
course has been clearly established, it is helpful to
enter into a binding contract with the participants.
A 'learning contract1 should be negotiated and •
drawn up in collaboration with participants: it sets
out clearly what is expected of both learners and
facilitators in terms of personal conduct and
contribution to the course, 'and at best it spells out
how the process will be monitored and assessed

Towards the end of the course/session include a
time slot for future planning. Review evaluations
and learning assessments conducted, and ask for
proposed items for the next course/session

Participants' Hope and Fears

Process Monitoring Group

In most cases we do not know what exactly to
expect when we attend a training or learning
workshop. Our expectations may be totally
different from what will actually happen. We have
found it most useful to begin a session by asking
participants to list their hopes and fears rather
than their expectations. Providing cards on which
those hopes and fears can be written allows us to
collectively sort them into groups of issues/topics
and eliminate duplicates. As a group, we then
address those issues — providing information,
addressing worries and concerns, and encouraging
discussions that lead to greater clarity and
understanding. This process is an essential part
of trust-building in the group. An affirming way
to conclude the process is by requesting all
participants to suggest ways of ensuring that the
hopes are fulfilled!

There are different approaches to the functions and
workings of a process monitoring group. One
might be that participants work in small groups
and take turns to draft and administer daily
evaluations. The findings are reported daily to the
large group. Another way has pairs of participants
taking turns in recording proceedings; in this way
participants contribute to producing a collective
journal on learning about risk reduction records
are checked in morning plenary sessions and all
participants receive copies of thejoumal which they
can use for reporting back to their organisations
after the training.
Discuss and negotiate the functions of the process
group; these may range from time-keeping to
record-keeping, from tasks related to the
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distribution of information, to working as mood
barometers that take care of emotional and
physical well-being of all participants If you as
the facilitator have the main responsibility for the
learning programme the monitoring group is
mainly in charge of participants' well being.

3. Group Formation, Maintenance and
Participation
Group Formation
There are many ways of dividing participants into
small working groups. The simplest way is
counting off to the number of groups you need
to create the first participant is one subsequent
participants are two three and'four' and then
you begin again with 'one', etc A more creative
way is to cut a number of pictures that illustrate
vulnerability or capacity into puzzle pieces, give
each participant one piece and ask them to find
those participants who hold the other pieces of
their picture When they have found each other
they could have a brief discussion around the
vulnerability / capacity illustrated.
Number groups is a more active way that combines
an energising game with group formation Ask
participants to stand anywhere is the room, call out
a number, for example 'three' and ask participants
to get into groups of three. Then call out another
number and ask them to get into groups of that
number, and another, and finally the number of the
group size that you are aiming at.

Resourceful Creations
This activity asks participants to make a beautiful
boat that floats Participants work in small groups
of 4-5: each group is given a number of materials
such as a sheet of paper, some crayons, five paper
clips, three toothpicks, set a time limit and ask
groups to use only the materials given and create
a boat Point out that the boats will be judged
according to two criteria, their ability to float and
their aesthetic appeal At the end of the time ask
groups to float their boats in a bowl of water and
collectively judge the boats Review and discuss
the process: how did they go about planning their
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creation"? Did they assess the matenals given? (e.g.
the fact that wax crayons are water-resistant).
How did they work together as a group? How
were decisions made and implemented? What
resources did they draw on in order to create the
boat? What assisted/hindered cooperation7 Draw
general conclusions about creative collective
problem-solving and planning. How does this
activity relate to disaster mitigation?

Cooperative Drawings
Participants work in pairs: they have a piece of
paper and one pencil between them. Instruct them
to both hold on to the pen. and without
communicating with each other in any way. draw
a building This will usually generate a lot of
laughter and noises of frustration. Set a time limit,
display the drawings on the wall and initiate a
review of the process, and discussion around
cooperative work What does it take for partners
to work collectively? What happens to leadership?
How are decisions made? Pick out drawings that
illustrate good or poor cooperative work. Ask the
couples to describe how they went about drawing
their building (ensure both partners get a chance
to present their view of the experience!) DraV/
general conclusions about cooperative work.and
leadership roles in disaster mitigation How are
these important for maintaining a productive
working group?

Talking Beans
This is usually a very effective and enjoyable process
that demonstrates convincingly what it takes for
us to become more considerate listeners and group
participants. Ask participants to get into small
discussion groups and give each group member
about three to five beans (or other such tokens)
Instruct them to have a discussion (preferably
around a contentious issue1) Each speech-act
'costs' one bean — irrespective of what kind of
speech-act it is: interjection, question, statement
of agreement or substantive information/opinion
giving Once all 3-5 beans have been spent the
person can no longer contribute to the discussion.
When all group members have spent' their beans
review the process, what happened? On what kind
of contribution to the discussion did participants
spend their beans? Did they feel any were wasted?

familiar to us Ask for two volunteers: take their
watches (or other familiar objects, such as shoes)
from them. Ask them, to sit with their backs to the
rest of the participants and instruct them to take
turns m describing their watches so that they are
easily recognisable. Unpack what happened, and
why/how we often do not look closely at something
that is familiar Ask participants to relate this
demonstration to problems we have to confront
when conducting nsk assessments, what does this
tell us about different perceptions of risk?

Discuss what insights about speaking/listening
participants gained, what speaking and listening
strategies did they develop (e.g. keeping one Dean
to be the last speaker)?

Sabotage
Conversations are often hyacked or sabotaged by
the acts of one person. This may not be deliberate
— but the effect is the same This activity discovers
how it happens, and leads to suggestions of how
to deal with the problem. Ask participants to work
in threes, they are to take turns in acting out the
parts of talker, listener and saboteur Instruct them
to tell each other stones of something interesting
and exciting that happened Discuss which of the
roles was easiest / most.difficult to play. Why"?
Discover different ways of sabotaging a
conversation, and various means of dealing w:;h
it Write up suggestions / strategies in which
participants have dealt with sabotage.

Fact opinion rumour
This activity serves to demonstrate the difficulty
we face when distinguishing facts from opinions
and rumours Read out a simple text — such as a
bnef newspaper article, pause after each statement
Ask participants to consider whether the statement
was a fact, opinion, or rumour If they decide it
was a fact, they are to raise their hand in the air. if
it was an opinion they should put their hand on
their head, if it was a rumour they should fold their
arms. This activity demonstrates how we should
not assume that everyone understands and thinks
the same way as we do. Facilitate a discussion
around the different ways in which we perceive things
Therefore, we cannot simply accept whatever we hear
but we have to assess and judge it.

4. Communication Skills
Listening Skills
Point out that listening is the most important
communication skill of all Listening means
creating the space for someone to speak and simply
be listened to. without any comment, interruption
orjudgement There are many listening exercises
— this one is a group story-telling process that is
fun Sit in a circle, suggest a topic related to an
emergency situation (e.g. 'the day the rains came
or 'when Thandfs family moved away') and begin
to tell a story Do not contribute more than about
three sentences, then ask the person next to you
to continue the same story, and so on. around the
circle Participants should aim to develop incidents
and characters and make the story interesting
Discuss what happened. Focus on what helped or
hindered listening

Following instructions
Communication is not as straight as it seems —
this becomes very clear when we are asked .to
follow simple instructions
(a) Ask for four
volunteers and instruct them to stand in front of
the class Give each a sheet of paper and ask them
to close their eyes Now request them to follow
the instructions you will give Ask them to fold the
paper in a number of ways, end off by askmgthem
to tear off a corner When the papers are unfolded
it becomes clear that interpretations of the
instructions were different What can we do about
ambiguity? (b) Stand in front of the class and
tane off your jacket or jersey. Ask participants to
give you instructions that will end in you wearing
the jersey Follow instructions very literally, this
will usually lead to a muddle and not a jersey or
jacket worn properly!

So you know it well?
This brief exercise demonstrates how we often
think we know a lot about things because they are
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5. Ongoing Evaluations

One way of getting very focused, precise responses
is by formulating questions as open unfinished
statements, for example 'I now know that
perceptions of riskare ....'. or 'My understanding
of vulnerability has improved because I can now
see that ....'. or 'I now realise I need to further
develop my ability to ....'. In written evaluations,
remember to leave some space for comments.

In any learning process there are many different
things that need to be evaluated on an ongoing
basis for example the learning: whether
participants are learning what they want and need
to'learn, whether they-are feeling confident and
comfortable with the process, whether they are
able to apply what they learn in their work in the
field. It is also important to know why something
is successful, or why and how it fails to achieve
what it sets out to do. We have found it.useful to
conduct small daily evaluations to assess learning
achievements and participants' well-being, and
more detailed assessments at the end of each
training block and in between-sessions.

Detailed Impact Assessments
Detailed written individual assessments are useful
tools that allow participants to gauge
improvements in their ability to initiate and affect
risk reduction interventions. Participants respond
in writing to questions and challenges that ask them
to reflect on what aspects of the learning
programme they had found particularly useful, and
why, and how they had applied what they learnt,
in the field. If they had not been able to use their
new learning — why not?

Such evaluations took many different forms; these
arejust a few examples. Common to all is the need
to know more than whether participants liked a
session. Ensure that you ask open questions that
challenge respondents to reflect on how they liked
something, and name exactly what they learnt. In
this way you gather important information for
planning further activities and sessions.

Work Experience Reports
These are reports prepared by participants in
advance of a course/session. A while before the
next session inform participants that they will be

Remember: the general climate and mood
amongst all participants (including facilitators) is
the best indicator of a successful workshop—the
details of how useful the learning was will only be
revealed back at work, in the field.

Quick Assessment Procedures
Assessments can be quick procedures conducted
orally — and the activities in this book contain a
number of such examples. Alternatively, you may
want to ask participants to respond individually
and anonymously, in writing. Ensure that you

identify clearly, what you are assessing: for
example, the experience created by an activity, or
the facilitator's ability to manage the process, or
the clarity of presentation, or the participants'
understanding, or the choice of focus and topic,
etc. In order to get as much quality information
as possible, ask open questions, such as how does
the information on drought improve your
understanding of environmental degradation?' or
'what insights have you gained as a result of the
simulation?'
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asked to present work experience reports. Outline
specific questions that you would like them to
respond to: the more specific the instruction are
the easier it is for participants to respond and
prepare something that will be focused and
relevant. Include an outline of the process which
the presentations will take. At the end of the
presentations review some of the common
difficulties and problems; investigate how
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participants dealt with the problems, highlight
similarities and differences and ensure that there
is a clear link between the work reports and the
disaster mitigation workshops. In this way
everyone involved can see how useful the course
has been, arid what gaps remain to be filled.
Remember; the main purpose of an evaluation is
to help you plan for future work.

